DEPARTMENT OF GENERAL SERVICES Schedule No.
RECORDS MANAGEMENT DIVISION - 1800
RECORDS RETENTION AND DISPOSAL SCHEDULE
. , Page 1 of 2
Y fuied ; Regional &
Agency  MARYLAND DEPARTMENT OF TRANSPORTATION (MDOT) pDivision/Unit
State Highway Administrtion (SHA) Intermodat Planning (RIPD)
Item .
No Description Retention

1. | GENERAL-CORRESPONDENCE-AND-ADMINISTRATIVE-FILES
Subject arrangement of original incoming letters,| Screen annually and destroy
copies of outgoing letters, memoranda, studies, that material no longer needed
reports, directives, policies, and other materialp for current business.

related to the administrative of the Regional and
Intermodal Planning Division. Directives, policies, and other
- material related to the plann-
ing and policy that illustrate
the development of the Regional
and Intermodal Planning Divsiio
retain permanently for eventua]T
transferutothe MD State Archiveg.

744

2. | Road Transfers

Letter sized files arranged by route number. . | Permanent. Transfer
These records identify who owns the road.(i.e. periodically to the Maryland
Municipality, County and State). State Archives (MSA).

3. | Special Issues Files:
Letter size paper files arranged alphabetically Maintain in office for 2 years
first by county, then by project name. Includes | after SHA becomes inactive in

correspondence, reports and/or other documenta- project: then forward to the
tion for short-term planning issues which do not | MD State Records Center for an
fall under one specific route. SHA may not additional 10 years; then destrqy.

necessarily even be the lead agency, but has been
asked to provide input/expertise. Examples

include: development sites (Redskins stadium siteg),
agreement with counties, review of county master ,
plans, etc.

Approved by Department, Agency, SChedu}e Authorized by State
or Division Representative. Archivist.

Date /f\’ 02#’7,/('12 Date
Signature : ) fgch. //;4‘%*“/
Signature 4

Dennis N. Simpson

Type Name

.- Chief, RIPD
Title Asst ie

DGS 550-1 (Rev. 10/92)
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DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

RECORDS RETENTION AND DISPOSAL SCHEDULE

(Continuation Sheet)

Schedule No.

1800
Page 2 of 2

Item
No

Description

Retention

* 5.

71

(RIP) and long-range plans; current MPO committee

State Route Files:
Letter size paper files, arranged a]phanumericall%
first by county, then by route number. These are
the historical state route files and include
docuentation of the planning activities on the
vardious routes located in Maryland.

Metropolitan Planning Organization (MPO) Files:
Letter sized files arranged alphabetically by
subject, then by program year. Includes informa-
tion on the Transportation Improvement Program

and sub-committee meeting minutes and handouts

that are used on a daily basis; and SHA's input
into the programs, representating a history of

SHA's transportation program in urban areas.

Public/Private Third Party Agrements:

Letter sized files arranged alphabetically by .
subject or numerically by route. These records
include all the backup materials and documentatior
for negotiations of third party agreements (i.e.
with counties, developers, or others) as well as
the final negotiated agreement for special project
or issues. These records must be kept permanently
because the agreemtns identify which agency is
responsible for implementation, maintenance, etc.

Roll Plans:

Large bulky sized plan rolls (approx. 24" long x

42" wide) currently stored in tube files (not cond. then forward to the MD State

dusive for microfilming): These plan sheets
illustrate various feasibility study/planning
concepts. They are one-of-a-kind documents
generated by the RIPD.

Non-Record-RIPD-File. This file contains copies
of racords Jocated in any of the following MPO
Offices: Washington, DC; Baltimore, Cumberland,
Hagerstown, MD and Wilmington, Delaware.

Permanent. Transfer periodi-
cally to the MD State Archives.

* Maintain in office for 2 years;
then forward to the MD State
Records Center for .an additional
3 years; then destroy.

Permanent. Transfer periodic-
vially to the MD State Archives.

S

" Retain in office for 5 years;

Records Center for an addition-
al 10 years; then destroy.

DGS 550-1A (Rev. 10/92)
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i, ' ' OEPARTMENT OF GENERAL SERVIGES AGENGCY RECORDS 'nivianORY ﬂ
Instrycdons - Type or Print a separate form for sach RECORDS MANAGEMENT DIVISION
new or revised tacard saries. forwand with Recxd 7275 WATERLOQ ROAD 7
Aatention Schedule (DGS 550-1) P.O. BOX 275 :
JESSUP, MARYLAND 20734 PAGE._'.._ OF ‘.
2B ipartmont/Agency " 2. Oivision 3. Unil
tate Highway Administration Office of Planning & Preliminary Engrg. |Reg'l & Intermodal Plan. Div.
(RIPD)
OEFINITION - RECORD SERIES - A group of rekaled records nermally fled and used as a unit lor reference as well as retantion and disposiion purpeses.
4 Rocord Series Title .| S. Eafisst Yoar/Latost Year
d ®._
General Correspondence/Administration 1972 Present
6. Record Saries Dascription (Briafly dosaibe te types of infarmaionnidesumantsAorms lound in the series. Include e purpose or tunction of the serea n

Letter size paper les, arranged alphabetically by subject.
These files include rontine correspondence, lenters of inquiry, memoranda of instruction (both internal and external), status “

h reports and general adminjstrative records.
7. Racord Sories Farmat(s) 8. Record Series Sequenca 9. Volume M
Fila Drawer(s)
yﬂmmr Size I Micafim 8 Aphabetical O Microfim Reel(s)
. i . 0 Compular Tape(s)
d Legal Size . 0 Gomputer Tape 0 Numearcal Numbear O QCther (specify)
D Sound Baok O Floppy Disk O Chronelogical
' 1 Ao Tape 0 Video Tape 0 Geographical ) 10. Annual Filo DrWsl
. ‘ . E Microim Rees)
03 Cthar (specify) L Cther {specify) 2 O Computer Tapa(s) :
Number g Cther (spaciiy} i
11. File is Usad ' 12. Fle Bacomos Inactive After
Daily D Weakly O Monhly _R. O Months) é( Yean(s)
Number
13. Gumont Location(s)  (Bldg.. Floor, Room) 14. 1s Record Serias Duplicated Elsewhere?
(It yos, spacily agency or offics)
707 N. Calvert St/Sth floor - Q Yes No
15. Access Restrictions O Yes ;ﬁ No F 18, Audt Requiremonts

(If Yas, cite Law(s) & Regulation(s) )
. b( Nene © Staw O Fedeml O Indepondant

17. Is an Indox System Used? (If yes, oxplain briefty and dascribe 18. Racommandaed Retantion
any hadwara/software Screen anually and destroy that material no
longer needed for current business. Directives,
O Yes ﬁ No policies, and other material related to the

planning and policy that illustrate the devel-
opment of the agency retain permanently for
eventual transfer to the MD State ‘Archives.

" Name and Title of Preparar 20. Telephone Number 21. Date
Doug Simmons, lef’%rmmion Chief 410/545-5675 '

January 31, 1996
wm‘
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" Ratention Schedule (DGS 5§50-1)
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Instructians - 'l"ypo or Privn 2 saparate form for each
naw or revised record series, forward with Record

[ T O W W L T R A SR o 0 i
DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 WATERLOO ROAD
P.Q. BOX 275
JESSUP, MARYLAND 20794

' {oatos Lf
AGENCY RECORDS INVENTORY “

paGE_2 OF 1. . 1

o .

L \gmnvAgoncy .
te Highway Administration

RIFD)

2. Division

Office of Planning & Preliminary Engrg.

3. Unit
Reg'l & Intermodal Plan. Div.

DEFINITTION - RECORD SERIES - A group of related records nonmally, lad and used as a unil for reference as well as retentan and dispesiion purposas.

4. Flowdsegiasmo
Road Transfers

8. Eaflast Yeard amst Yoar
-]
1972

——

Present

and State.

& Record Saries Oascription (Briwfly describe the types of mfarmationn/documentsfonms found in the seriss. Inciude the purposa or kunclion of the senes.

Letter sized files arranged by route pumber. These records identify who owns the road,

-i.e. Municipality, County

7. Recard Series Farmat(s) 8. Record Saries Sequanco 9. Volume
W Fie Drawer(s)
b Letter size O Microfien O Amphabeticsl O Micraikm Reel(s)
{ QO Commuter Tape(s)
QO Lagal Size O.Computar Tope ¥ Numerical Number O Other [speciy)
I Bound Book O Floppy Disk O Chronological |
. Autiio Tapo 0 Video Tape ?,, Gaographical 10. Anruial Accurmlab o . @)
Q ] , O MicroBim Reol(s)
Cther {spacify) Q  Other (spacify} r 4 U Computsr Tapa(s)
Numbar 0O Cther (specify)
11. Fieis Used \ 12. Flla Becomos Inactive After
a Daiy ﬁWealdy O Monthly e O Month(s) QA Yem(s)
Number /ﬂ ‘
13, Quorent Locaton(s)  (Bidg.. Floor, Room) 14, 1s Record Series Duplicated Elsowhere?
JiLyes, specify agency or office)
707 N. Calvert St./Sth floor Yes T N
18, Amem Restrictions 3 Yes T)i No 16. Audit Raquirements
(if Yes, cito Law(s) & Regulation(s) )
0 Nore D St O Feders O Independant

17. s an Index System Used? [If yes, explain brially and describe

18. Recommended Retantion

Figure 1

any hadwara/software . .
Permanent. Transfer periodically to the
O Yes M Na MD State Archives
) __
o Name and TRle of Preparer 20. Telophone Numbor 21, Dam )
-‘oug Siremons, RIPD Division Chief 410/545-5675 S

1996

January 31,
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Instructions - Type or Print a separata fosm for each
new or ravised recard sarios, forward with Recard

bl i

S b S S Lo
DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 WATERLOO ROAD

. re L,
AGENCY RECORDS INVENTORY

|

—Ralonﬁm Schedula (DGS 550-1) JESSU :% ABROYXLAzr?lsD s704 PAGE --_5-— oF l
= 5panfuonllAgoncy 2 Division 3. Unit
(gg g—;ighwny Administratio Office of Planning & Preliminary Engrg. |Regl & Intermodal Plan. Div. I’
OEFNITION - RECORD SERIES - A group of relatad records normally Elad and used as a unit for relarence as well as retention and dispasition purposes. '
4. Record Series Tille S. Earfiast Year/Lalast Year -
Special Issues Files 1973 — " —— Present

Letter size paper files arranged alphabetically first by connty, then by project name.
Includes correspondence, reports and/or other docmmentation for short-term planning issues which do not fall under ane
specific ronte. SHA may not necessarily even be the Jead agency, but has been asked to provide input/expertise. Examples
mclude: development sites (Redskins stadium sites), agreements with counties, review of county master plans, etc,

6. Record Saries Descripton (Brially dascribe tha typas of informatienn/documantsferms found in the sarss. Inclde the purpasa or function of the sares

7. Record Serigs Format(s) 8. Recard Saries Sequenca 9. Volume
¥ Flo Orawer(s)
M Lattor Sizo 0 Miarofim W Alphabetical o Microfkm Reei(s)
_— Q  Conmuter Tape(s)
0 Lega! Siza OO Compurter Tapa Numarical Number O Cther (spocily)
[J Bound Book J Flappy Disk o Olmmlag}cal
. . 1 Audio Tape 1 Video Tape N Goographical 10. Annvel Accum ﬁ File Drawer(s)
: ' ) icrofim R
C Other {specity) 0 Cther [specify) po) Dmcxn‘z:larmTa:;g
e Number 0O Cther (specty)
11. Filo is U.ﬁ&d 12. Fils Becomas Inactive Aher
Oaily 0 Weekly 0 Montly . O Monthis) ¥ Yeanis)
Numbar
13. Cumramt Location{s) (Bldg,, Floor, Room) 1 14. Is Recard Serias Duplicated Elsewheare?
{It yos, spacily agancy or offica)
707 N. Calvert St./5th floor l Q Yes ' DB No
15. Accass Restrictions O Yes w No 16. Audit Requirements
(It Yes. dta Law(s) & Requiation(s)
M None 0O State O Fedaral O indopendent

17. Is an Index System Used? {If yes, axplain briefly and describe

18. Recommended Ratenticn

any hadwareisoftwars
Maintain in office for 2 years after SHA
Q Yes w Ne becomes inactive in project; then forward
records to MD State Records Center for an
additional 10 years; then destroy.
DS aAmBIR P Bivision Chiet | 2 TOGERGES 21. Das

January 31, 1996




| .

. P DEPARTMENT OF GENERAL SERVICES BB | MLz 1 v eis s
Instructians - Type of Print a sgparate form for each RECORDS MANAGEMENT DIVISION : “
now of havised racord saries, tarward with Recard 7275 WATERLOQ ROAD
Rotenfion Schedula (DGS 550-1) P.Q. BOX 275 4 .

JESSUP, MARYLAND 20794 PAGE | OF 1{_.
{:"rﬁnmv&gmy 2. Oivision 3, Unit
¢ Highway Administratio; Office of Planning & Preliminary Engrg, |Reg’l & Intermodal Plan. Div,
{RIPD) ;

DEFINITICN - RECORD SERIES - A group of ralated recards normally filed and used as a unit for ralerence as well as ratention and dispasition purposes.

4. Record Saries Tita
State Route Files

5. Barliast YearfLatest Year

w___.
1617 Present

6. Racerd Sorias Dascription {Briafty describa the types of Informationnidocumentefarms found in the series. Indude the purposse or function of the series,

Leuer size paper files, arranged alphanunierically first by county, then by route number. These are the historical state
route files and include documentation of the planning activities on the various routes located in Maryland.

7. Record Saries Format(s) 8. Record Secies Sequence 9. Yoluma
% Filo Drawer(s)
Latisr Size O Miaofim O  Alphabetcal X Microfim Rewl(s)
. la - O Computsr Tapa(s)
0 Loga) S O Computar Tape ¥  Numerics! Number 01 Cther (spacily)
© Bound Book O Floppy Disk B Chrenological
: .jmo Tape 0 Vidso'Tape ¥ Gcaographical 10 Annuzl Aooumiig. Fie Drawerts
. 3 Micoflm Reel(s)
Othar (spacify) 0  Cther (specfy) 2 O Compuler Tapa(s)
Number QO Cther (specity)
11. Filo is Usad 12. File Becomes Inactive Afar L
a Daily 0 Waskly O Monthly e 3 Month{s) G Yow(s)
Numbar
13. Cumapt Location(s)  (Bidg., Floor, Room) R 14, I3 Record Serins Duplicated Elsowhare?
(!f yas, spoacify er office)
707 N. Calvert St./5th floor O Yee No
15. Acosss Restrictians aves N %e. Auscit Requiraments
(i Yes, cita Law(s) & Regulatian(s)
¥ Wome @ Sme O Feded D Independsnt '

17. 15 an Indext Systemn Used? [if yes, explkain briefly and describe
any hadware/softwaro
X No

O Yes

18. Racommanded Retantion

L

Permanent Transfer periodically to the
MD State Archives.

- T . T
g Sifnsons, RIS Division Chief | 2

Figure 1

h Number
16/545-3675

21, Date o
January 31, 1996
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. . ) OEPARTMENT OF GENERAL SERVICES AGENCY RECOROS INVENTORY

Instructions - Type or Print a separate form for each REGORDS MANAGEMENT DIVISION

new or revised record Series, forward with Record 7275 WATERLOO ROAD

Ratontion Scheduls (DGS 550-1) P.O. BOX 275 5 Z

, JESSUP, MARYLAND 20794 PAGE ) OF
lr ' part nyAgency 2. Division 3. Unit
ﬁ%ighway Administration Office of Planning & Preliminary Engrg. | Reg'l & Intermodal Plan. Div.

DEFINITION - RECORD SERIES - A group of related records normally fled and Used as @ ynit for rafaranca as well as mtanbion and dispasiion purposes.

4, Record Series Tita §. Earliast Year/Latost Year
Metropolitan Planning Org. (MPO) Files oz

Present

8. Rocard Serdas Daseription (Brisfly describe the types of informationn/documsntsiionmis found in the saries. Include the purpase or function of $ia sanas

Letter sized files arranged alphabetically by subject, then by program year. Includes information on the Transportation
Improvement Program (TIP) and long-range plans; current MPO committee and sub-committee meeting minutes and

handouts that are used on a daily basis; and SHA’s input into the programs, representating a history of SHA’s
transportation program in the urban areas. .

7. Record Serias Format(s) . 8. Record Saries Sequenced 9. Yoo {
\ﬁ‘ Fila Drawer(s)
¥ Letter iz O Miorobim W Aphabetica . O Microfim Reel(s)
<~ 'O Computar Tape(s)
0O Legal Size . 0 Computer Tape O Numerical Number 0 Other {spadfy)
0 Bound Book O Floppy Disk o Chmnologﬁ
. 1 Audio Tape 0 Video Tape O . 10. Annual Accumulation - me.or(s)
: . : ) . O Micufim Reel(s)
or (spacify) Q Other (speciy) 2 Q Computer Tapa(s)
— Numbar O Cther (specity)
11. Fieis Usad 12 Filo Becomas Inactive After x
A oaily O Weekly O Monthly 2 O Manth(s) Yaar(s)
. Numbear
13. Cument Location{s] . (Bidg.. Floor, Room) 14. Is Record Saries Duplicated Elsawhera?
(If yas. specify agency or office)
707 N. Calvert St./5th floor g Yes ) 0 Mo %
. : (some,
15. AwasS Restrictions " a Yes % Ne 16. Audit Requiraments

(If Yas. cite Law(s) & Regulation(s) % N O State Q Feadaoral O Indepondent
one

17. 15 an Index System Used? (If yas, explain briefly and describa || 18, Recommendad Retention
any hadwsre/software '

Maintain in office for 2 years; then forward
O Yes W) Mo to the MD State Records Center for an addit-
ional three years; then destroy.

. Taleghone Numbe 21. Dam
e e BT Bivision Chief | = | Rhor45 2678
January 31, 1996
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FLolks L)
: _ DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENTORY
{nstructions - Type or Print a2 separata lorm for sach RECORDS MANAGEMENT DIVISION
new or revised racord serias, lorward with Record 7275 WATERLOQ RQAD
Retanlion Schedula (DGS $50-1) P.O. BOX 275 é )
JESSUP, MARYLAND 20784 PAGE _©_ OF _Z_
[~ .- 5
{ gmasrtmenyagency | 2. Division 3. Unit
( RItPgDI;ighway Adnnmstrauon Office of Planning & Preliminary Engrg. |Reg’l & Intermodal Plan. Div.
DEFINITION - RECORD SERIES - A group of ralatad records nermlly fled and used as a unit for reforance a3 wall as retention and disposition purposes.
4. Recard Series Tile .| 5. Esrilost YearLatmat Year
Public/Private Third Party Agreements wrr—— Present

6. Rocord Serias Doscription (Briefly describe the typas of informationnidocumantafiorms found in the seias, Include the purposa or function of the seres,

Letter sized ﬂles arranged alphabetically by subject or numerically by route. These records include all the backup materials
H and documentation for negotiations of third party agreements (i.¢., with-counties, developers, or Others) as well as the final

executed agreements for projects or issues throughout Maryland. Must be kept permanently because agreemeats identify
which agency is responsible for implementation, maintenance, etc. as well a8 pther issues.

7. Record Saries Farmat{s) 8. Recard Series Sequence 9. Voluma
W Ale Drawer(s)
W Letter Size O Miorefim W Alphsbetical O Microfikn Reel(s)
. e R 0 Cemputor Tapa(s)
O Legal Size . 0 Computer Tape O Numerical Number O Othar (specy)
O Bound Book O Floppy Disk a Ghronolog'ical
Audio Tape U:Vl'dﬂc '1-qu ﬁ Goographical 10. Annual Aewmul? Fla m'r(s)
Q ) ] 0 Micofim Reels)
Cthar (specify) O Other (spacify) \ O Computer Tape(s) |
Number a Cther (specity) i
11. Fia iz Used | 12. File Becomes inactive After
O Daiy 0 Wesldy 0O Monthly I Monmh(s) Q Yeal(s)
Number
13. Carent Location(s) {BMdg., Floar. Room) 14. Is Racord Seties Duplicated Elsewhara?
| If yas, spacify agency or offica)
707 N. Calvert St/5th floor Yos g N
. : (=0 me.)
15. Accass Reetrictions Gves M 16, Audt Reguirements

(if Yes. cite Law(s) & Regulation(s)

B2 None O State O Federal O Independent

17. 1z an Index System Usad? (If yves, explain brially and describe 18. Recommendad Retention
any hadwara/softwara
. Permanent. Transfer periodically to the
Q Yes M N Maryland State Archives.

> : 21. D
‘»oﬁ?sm,wﬁ’mm Chier | 2 TPTORRS 1. Dato

l! Jar;uary 31, 1995
av. -

Figure 1
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Instrudbians -Typo or Print a separate form for sach
nowaor rovisad record serles. ferward with Record
- Rétanbon Schadule (DGS 550-1)

TN i b
S R PARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7275 WATERLCO ROAD

bl Ly
AGENCY RECCORDS (INVENTORY

P.Q. BOX 275 l
i JESSUP, MARYLAND 20794 PAGE aF
(r " spartment’Agency 2. Oivision a. Unit
¢ Highway Adainistration Office of Planning & Preliminary Engrg. | Reg & Intermodal Plan. Div.
IPD)

DEFINITION - RECORD SERIES - A group of related records normally fled and used as a unit for ralarence as well as refention and dispositlon purposas.

4. Record Series Tida

Roll Plans

5. Earlinst YeanLatest Yaar
to
1972

Present

generated by the RIPD.

6. Record Sories Dascription {Briefly describe the types of informationn/documents/forms found in the serles. Include the purpose or funclion of the sarias.

Lazge bulky sized plan rolls (approximately 24" long x 42" wide) currently stored in tube files (not condusive for
. microfilming) These pla.n sheets illustrate various feasibility study/planning concepts. They are one-of-a-kind documents

7. Racord Sarles Formar(s) 8. Record Saries Sequanca 8. Volume
O Fie Drawer(s)
0 Leter Size O Microfikm R Alphabetical O Microfim Roal(s)
o 10 a couwtm Tapo(s)
0 Legat Sze O Computer Tape b( Numerical Numbor K Other (specily)
. . lon ralls file, boxes.
{1 Boured Book Q Aeppy Disk O Chronological
Accumulati
- . 1Audio Tape O Video Tape O Gaographica 10- Ayl Acct R et Drawer(s)
- X - QO Microfitm Roel(s)
‘thy pecily) 0 Cther (specify) [ O Computer Tape(s)
———— Number Qthor (speggfy)
qe.\\ re”-.s <
Q)ﬂﬁs -
11. File is Used 12, Fie Becomos Inactive Aker
ii Daily 00 Waakly O Monthly 5 O Month(s) A\ Yoar(s)
Number
13. Curent Location|s) {Blag., Floor, Room) 14. Is Record Series Duplicated Elsewhare?
. (If yos, specity agency or affica)
a v N
707 N. Calvert St/5th floor o °
15. Accoss Restrictions$ , O Yes M No 16. Audit Requirements
(It Yes, cite Law(s) & Regulation(s)
W, Nona O Sawe O Federal O Independent

any hadwara/softwsre |

a VYes

17. s an Index System Used? (It yes, explkain briefly and doseribe

18. Recommended Ratention

'MNO

Retain in office for 5 years; then forward
to the Maryland Stte Records Center for an
additional 10 years; then destroy. !

——— - T e e

1.

“ Name and Tite of Preparer -
‘ug Simmons, RIPD Division Chief

20. Telephone Number
410/545-5675

DGS 550-4 (Rev. 1/53)
Figure 1

21. Daio R

'

January, 315719967 -7
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